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Authority 
The Budzot Seetion, Finaneo Division, Porrsonnel and Administrative 
Dranch, is vested with the authority to roviov and control the use, anrli- 
cation and reproduction of forngs to be used by C,1 Hee and tha standardi- 
pation of procedures in connection with the use of siren forms. 
Reproduction 

acquests for new or additional quantities of existing forms will 
be forwarded to the Budret Scetion, tose thor atts Porn 562, "Serreduetion 
“toquicition", in duvlicate. “equests for revroduetion ef Loris will not be 
honored without the »rior annroval oP the Budrot Seetion, 
Ereparution of Porns and Procoduros 

Thc Budget Secetion offers the assistance of qualified nersomel 
in the preparation aes forms and. the devising of procedures te be used 
in the anplication ef such forris. In instances where a now procedure is 
to be established, or where new forns are to be prepared, the Budget 
Section should be advised in order thet they nay sunervise and assist in 
this. connection. Now procedures Wii1l not be issued in the form of Admin+ 
istrative Orders or Instructions until the procedures or instructions have 
beon reviowed by the Budget Scation and clearad by. the Interdorartrental | 


(Coordinating and Planning Staff, 


POR TSN DINUCTO: OF CLNTRAL IiTLLLIGNUCE: 


25X1A 


Colonel, CAC . 
Uxecutive for Personnel and Administration 
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1. Authority . 25X1A 


The Budgot Soction, Financo Divisio ~ ministrative 


Branch, is vested with the authorfint 


cation and reproduction of forny 
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\ tel he, et Seofion offers tho assig ersomel 
1 thy proparation of Acw forns and! the dovis be used 
in the oe loati ay Such forss In instance is 
\ Ae . 
to. be ctsbichyh or wh ey ey rns are to eC prepared, the mao. 
? 
Section ee © advised io cr ‘that these aay sunervisce and assist in 
\. A \ : 
this conneetion, “How proccdurds will not, ibe issted in the form of Admin- 
: i \ 3 ae 
_istrative Orders or Instructicns\until the procedures or instructions ‘have 
: 1 Ly ; 25X1A 
been reviowed by. the Budget Sceti‘on and clearad by the Interdeprartnental 


Ce ordinating and Planning Staff, 
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1. Authority 
Seats 


5 . ‘ ‘ - : . 7 eek Ae 7 
ented aainrremnfabigntigs | TH) ¢, mdret Soaotion, Minanec ivision, Personnel and 


! 


nn Se A 


Administrative Branch, in vosted with the authority be review and control 
’ coded) 


tho use, anplication ong reprocuetion of forms to be used bs o,1.0, and 
standardization cof nrocedures in conmieetion with the use of such Sorns, 


ee xwuenroduetion 
poetic nsiosehieac se 


ra) 


the 


Requests for now or additional quantities of oxistin- forms will 


%, 


be forwarded to the Sudret section, tomethor with Vorm 56-2, " Roproduction 


requis sition" in duplicate. Noquests for renruduction of forms will not 


honored without the prior anproval of the Pudret Sactione 


un 
e 


Prenaration of “orsis and Procedures 
OE 


eae ho entree 


be 


The Budsret Section offers the assistance of qualified personel 


in the nreparation of new forns and the devisinn of eC OE RES to be used in 


the application of such forms, In instances where a new procedure is te be 


established, or where new forms are to be prepaked, die Dudpet Section should 


be advised in order that they may supervise and assist in this connection. New 


procedures will not be issued’in tho form of Administretive Orders or In- 


structions until the procedures or instructions have been reviewed by the 


Budget Section and aemmee by the Interdepartrental Coordinatine ond Plannin 


Staff . 


Lyne! FOR THis DIRECTOR CP CENTRAL INTELL CENOD : 
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oF ie et oLlonel, 


Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1 


EAocust ye aed pe cnnee and Adninistration 


25X1A 


25X1A 


Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1 —— 


a 
; fs . e _f 
“TOP. SHCRET ‘SECRET CUNFIDENTLAL - RESTRICTED UONCLASS IF TED 

| (Sender will circle classification Top and Bottom) 


GENTRAL INTELLIGENCE GROUP 
INTER-OFFICE ROUTING SLIP . 


~ GRevised 10 Sept 1946) 4 ae satan AShé 


' FROM INITIALS | DATE 


DIRECTOR OF CENTRAL INTELLIGENCE 


EXECUTIVE TO THE DIRECTOR 
_SBORETARY TO THE DIRWOTOR 
_EXECULIVE OFFICE: ASST. EXECUTIVE DIRECTOR | 
ADVISORY COUNCIL 
x EXECUTIVE FOR PERSONNEL & ADMINISTRATION 
CENTRAL RECORDS 
SECRETARY, NIA 
CHIEF, INTERDEPARTMENTAL STAFF 
ASST, DIRECTOR, SPECIAL OPERATIONS 
ASST, DIRECTOR, RESEARCH & EVALUATION 


ASST, DIRECTOR, COLLECTION & DISSEMINATION 


CHIEF, SECURITY BRANCH PAR ca. 


~ (3) approvan ___ TNPORMATION ___ DIRECT REPLY 
___ ACTION | | — | L& 2 COMMENT 

___ RECOMMENDATION ____ PREPARATION OF REPLY FILE 

____ SIGNATURE ___ GONCURRENCE ___ DISPATCH 


TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED 


Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1 © 


aa 


- Approved For Release 2001/07/16 7C 90728R000100050017-1 
, TOP SHORET SECRET ONFIDENTIAL RESTRICTED  §UNCLASSIFTED ~ 


(Sender will oird cation Top_and Bottom) 


25X1A 
CENTRAL INTELLIGENCE | GROUP 
INTER-OFFICE ROUTING SLIP 
Revised 10 Sept 194 


DIRECTOR OF CENTRAL INTELLIGENCE | elt 
i 


EXECUTIVE TO’ THE DIRECTOR | (Kor, 


SECRETARY TO THE DIRECTOR 
EXECUTIVE OFFICE: ASST. EXECUTIVE DIRECTOR 
ADVISORY COUNCIL 


EXECUTIVE FOR PERSONNEL & ADMINISTRATION a | 
CENTRAL. RECORDS Pale fora canes 
SECRETARY, NIA 


CHIEF, INTERDEPARTMENTAL STAFF eal 


ASST. DIRECTOR, SPECIAL OPERATIONS 
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| __CHIEF OF OPERATIONAL SERVICES eee | Western Hemisphere Branch 
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r | & | Executive Director mee. 
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oe ree Support Branch LL Security Branch ee a eee ee 
REFERENCES: ENCLOSURES: Draft eee ACT ION DIRECT REPLY 
Cig Administrative 
Order «=, Forms RECOMMENDAT 10N COMMENT 
Control and Standard- 
ization Procedure SIGNATURE pete ty LEE 
| NFORMATION NOTE 
RETURN eee MALE 
PREPARATION OF REPLY 
"REMARKS: 


SUBJECT: Forms end Standardization Procedure, 


le A esennany uence is indicated in pencil on attached draft. Clearace of new 
procedures and forms with ICAPS is desired in connection with organizational problems 
and personnal requirements. . ON 


2 There is no apparent reason why the Office of Collection and Dissemination should 
comment on a draft of this natures 


25X1A 


DONALD EDGAR 
Acting Chief, Interdepartmental 
| Coordinating end Planning Staff 
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The Budget Section offers the assistance of cualified personnel 


in the preparation of new forms and the devisinre of procedures to be used in 


the applicetion of such forms. In instances where a new proceduro is to be 
established, or where new forms are to be prepared, the Budget Section should 
be advised in order that tho: may supervise and assist in this. Saintes Oats 
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the form of Administrative Orders or 
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CENTRAL INTELLIGENCE GROUP 
C. I. G ADMINISTRATIVE ORDER NO. 


FORMS CONTROL AND STANDARDIZATION PROCEDURE 


l. Purpose: 


The purpose of the fone control and standardization program is. to 
promote procedural efficiency and to achieve economies in. procurement 
of forms and a reduction in the man-hours required to process chee: 

&- Authority: 


Staff supervision of this program over all elements of CIG is vested 


2 en aes a j | ey es ae 


in the Chief, Budget Section, 
OR te Le 
3. Organization: 
Preo—forms—controt—ami-staniardizatton program 15 activated py tie | : 
4, Responsibility: 
The Budget Section if responsible for: 
(a) Development of the Forms Control and Standardization Programe 
| (b) Establishment of standafds. | 
(c) Furnishing of technical assistance to various offices. 
(a) Controb, determination of essentiality, design, simplification, 
consolidation, standardization, approval and assignment of form 
numbers for all printed or reproduced CIG forms. 
5. Definition of Form: 
A form is a Piece of save, printed or reproduced, with spaces 
Srevtiee for dates, names and descriptive details. A "form letter" 


is a letter printed or reproduced to furnish constant information for repeated 


Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050017-1 i 


"Approved For Release 2001/07/16 : CIA-RDPS1-00728R000100050017-1 


mailings or for one mailing to several or muré destinations, "Form letter, " 
| | 7 with or without fill-in spaces, are considered forts for the purposes of 
this circular, 
6. Classes of Forms Used by CIG: 
(a) Standard Forms - Those approved iy the President, Comptroller 
General, Secretary of Treasury or Bureau of the Budget for use 
of the government service generally. 
(b) Civil Service Forms - Those approved by the Civil Service 
Commission for use of’ other government offices. 
(c) CIG Pole - Those approved by the Budget Section for use by 
offices of the Central Titeliigencs Groupe 
(d) Miscellaneous Forms“- Those approved by other government depart= 
ments and agencies for use of other government offices which 
cannot be accurately classified under (a), (b), or (c) above, but 
which are authorized for use within the Central Intelligence Groupe 
7, Use Obligatory: 
The rendition of reports, returns, etc., in manuscript is prohibited 
when forms issued for the purpose are available; i. e., the pre- 


scribed printed-forms must be used. Improvised substitute forms fer 


+the—purpose will not be printed, reproduced or procured except in 
emergencies, and then only with appropriate apenoval indicated in paragraph 9. 
cy ‘6 | 


Printing, reproduction, or procurement of forms within the Central 
Intelligence Group is prohibited without obtaining appropriate approval 


as indicated in paragraph 9. 
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9. Approval: 
| | (a) Authority ~ Approval for new, | revised and reprinted forms will 
be obtained from the appropriate source indicated in paragraph 6, 
No changes will be made in--forms-- Beep preneg Ne thent the concurrence 
vf the approving authors tye 
(b) Method - Requests for approval of new or revised forms, which 
are printed or reproduced by facilities outside the Central 
Intelligence Group, will be submitted by memorandum with an 
attached rough draft of the proposed form. Requests for approval 
of new or revised forms which will be reproduced by facilities 
| | within the Central Intelligence Group will be submitted in duplicate 
| on Form 36-2, "Requisition £o2)Reproduction Presessing," wath an 
attached rough draft of the proposed form. Form 36-2 may be 


obtained from the Supply Section, 


(1) Requests involving Standard, Civil Service, iiiscellsneciis 
| - or CIG forms will be forwarded to the Budget Section. 

| (2) Offices initiating procudures involving the use of forms 
| | are urged to ucntackotne Budget Section for assistance 

: | in the development of desired forms prior to requesting 
e. ea 7 approvals 

: (c) Reprints = Requests for approval of reruns will be submitted in 


reek Sem se seat 


duplicate on Form 36-2, "Requisition fox\ Reproduction Processing," 
The job number of the prior reproduction-of—the-form will be 
indicated under "Remarks". | 

(d) Speoialty-type Forms (Fanfold, Continuous, carbouninterleaved or 


salesbooké) - Approval of the Budget Section is required prior to 


the procurement of specialty forms. Requests for approval will 
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be submitted in duplicate by memorandum and will include the 
following datas: 

(1) Economies that the specialty-type form will effect. 

(2) Detailed specifications. 

(3) Number of sets written per person per daye 

(4) If used in machine, make and model. 

(5) Moke or type of special platen, device, or machine 

attachment used in processing form. 

(6) Disposition of each copy. 

(6) Alignment - Requests for the approval of forms whieh mist align with 
other forms will include in the spacification a notation - that | 
effect. In addition to the rough draft of the form to be reproduced, 
one copy of the form with which alignment is necessary will be 


attached to the request. 


(f) Channeling Requests for Approval = Requests for the approval of 


aud ACR ate | | 
new and revised forms will emanate from offices at or above the 


Division level and be forwarded to the Budget Section. 
10. Discontinuance: 
Authority for the discontinuance of a form is vested in the office 
“having authority for its approval as indicated in paragraph 6,. When 
discontinuing a form, the office eplhardiy interested will formally request 
such action of the Budget Section and inform all users. 
32. Quantities: | 
(a) Responsibility for maintaining adequate supply of all forms, printed, 
‘pepioaieaa: and procured is placed in the Services Division except 


as indicated in sub-paragraph (b) below. 
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(b) The responsibility for the quantities of CIG forms which are 

| reproduced, and which may be classified or used by only one office, 
is placed in the office primarily interested i thenforms 

12. Form Title: es ee 
Each form will be given a concise title desoriptidn. of as use, Of..the 
form. The title will be placed at the top of the form unless design 
makes this position impracticable. 
13. Form Numbering: 

(a) All forms will be numbered. 

(b) ‘The form number and date will appear in upper case type in the 
lower left corner whenever practicable. The date will include 
only the year preceded by the 3-letter abbreviation of the month 
and will indicate date of approval or revision, The following 
style of typography will be used: 

| FORM NO. 30-21, 
SEP 1946 


(c) CIG Form numbers will contain an appropriate numerical prefix 


to indicate the office primarily interested in the form. Such 
prefixes will eer indicate paetees at the division level. 
Example: Form 37 “2, "Notificabion-of Personnel hotion® used in 
the Civilian Personnel Division. 

(d) Alphabetical designations after form numbers will be minimized 
and used only to differentiate forms in a closely related Groupe 


(e) No form will contain any variation in content or specifications 


without assignment of a different form number, 


One nee ee eae 
i 
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(f) 


—(g) 


Whenever any form is revised in content, seston, or specification, 
even though of a minor nature, the changed edition will be wi des 
a revised date, | 
Whenever a form is revised as indicated in paragraph (f) above, 
the revised edition will carry a supersession notice in olose 
proximity to the form number. ‘Wupanasasien notices will be 
patterned as closely as possible to the following: 

(1) "Previous editions are not to be used." 

(2) "Previous editions maybe used," 
(3) "Edition of Aug 1945 may be used." 
(4) "Replaces Forms XX-X and XX-XX which are not to be used." 


(5) "Replaces Form XX-X which may be used." 


14. Forwarding Sample Forms to Budget Section: 


(a) 


(b) 


The Services Division will forward to the Budget Section, six (6) 
copies of cach new or revised Standard, Civil Service, or 
Miscellaneous form upon receipt of stock, 

The Reproduction Section will forward to the Budget Section, six (6) 


copies of each new or revised CIG form. 


15. Publications and Directives: 


(a) 


No form will be prescribed unless adequate instructions for its use 


are issued. Offices initiating directives or publications which 
establish procedures requiring the use of forms will include therein » 
references to forms by appropriate numbers. Directives or 


publications will specify the particular form required rather than 
XR favenntk- 


merely suggest the—type—tobe_used, 
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(b) Publications or directives will not make effeotive the use of any 

| form prior to the date it will be avuilable to users. 

FOR THE DIRECTOR OF CENTRAL INTELLIGIUNCE STATINTL 
. - Executive for Personnel 
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le Authority 


The Budrot Saetion, Financo Division, Personnel and. Ldaninistrative 
| Branch, is vested with the authority to review and control the uso, annli- 
cation and reproduction of forns to be usad by C.1.G. and tho standardi- 
zation of procedures in connection with the use of such forms. . 
ae Reproduction 
Requests for new or additions! quantities of existing forms will 


be forwarded to the Budget Scetion, togethor with Forn 5682, "vornreduetion 


sequicition", in dunlicate, Requests for reproduction of forms will not be 
honored without the nrior anprovel of the Budsot Section, 


(G+ Preparation of Forns and Procodures 


Thc Budget Section offers the assistance of qualified nersomel - 
-in the preparation of new forms and the devising of nrocedures to be used 


in the application cf such forms. In instances where a new procodure is 


te be established, or where new forms are to be prepared, the Budget 


section should be advised in order that they may suvervise and assist in 


4 : : 


this connection. Now procedures will not be issuod in the form of Admin- 


ae - istrative Orders or Instructions until tho procodures: or instructions have 
: beon reviowed by the Budget Section and cleared by the Interderartmental 

' E : ; 

; Coordinating and Planning Staff. 

y 2 
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